REGULATION AMENDMENTS
E-MAIL SERVICE AND FILING

SECTION 270.200 SERVICE AND FILING

Reg. 270.210 Service of Documents

(@ Manner of Service

Unless otherwise ordered, all motions, orders, notices, discovery, and other items which are required to be
served may be served (i) in person, (ii) by depositing the item to be served in a United States mailbox, (iii)
by sending an electronic facsimile (fax) copy of the item, or (iv) by sending a copy of the item by electronic mail
(e-mail) under the procedures of Reg. 270.230. Documents required to be served must be received, not sent,
on the due date. Service by mail shall be deemed complete three days after the postmarked mailing date of
the item, properly addressed to the person to be served, unless such person proves that the item was not
actually received on that day. Facsimiles and e-mail transmissions must be received by 5:00p.m. in order to
be deemed received on a particular day.

(b) Certificate of Service

If service is required, a certificate of service or equivalent written evidence of service must be filed with the
Commission and served on the hearing officer, if any, within 7 days of the service date. A certificate of
service consists of a signed statement of the individual causing service, specifying the material served, the
person or persons to whom service was made, and for each person the manner and date of service including
the address, facsimile number, or other location where mailed or delivered.

Reg. 270.220 Filing with the Commission
(@) Form of Filings

All filings at the Commission in paper form must consist of an original and one copy unless a single copy of
voluminous material is allowed by written order. The Commission is not required to provide copying
services for individuals attempting to file. Photocopies of evidentiary documents are preferred unless
otherwise ordered, provided that the party must retain each original document and produce it as ordered.
Except for initial complaints, each document or set of documents filed must conspicuously state on the first
page or a cover page the case number for which the filing is intended. If submitting a filing intended to
cover multiple cases (such as a notice of change of name, status, or contact information), sufficient copies
must be submitted to cover each case number or consolidated case, with the applicable case numbers
clearly and conspicuously stated.

(b) Manner of Filing

Documents are deemed filed when received at the Commission, not when sent. Documents are accepted for filing at the
Commission between 9:00 a.m. and 5:00 p.m. on business days unless otherwise ordered or posted conspicuously
at the Commission. Documents filed by facsimile or electronic mail must be received by 5:00 p.m. in order to be
deemed received on a particular day. A filing by facsimile or electronic mail shall not be deemed complete until an
original in paper form is received. Failure to file the original within 7 days of the filing by facsimile or electronic mail
shall allow the Commission, or hearing officer if applicable, to invalidate the filing.

Reg. 270.230 Service and Filing by Electronic Mail

(a) Service by electronic mail (e-mail) on a party is allowed if the party consents to it by listing an e-mail address in the
party’s complaint or any subsequent document filed and served in the case. A party may rescind consent to e-mail
service in a case by filing and serving a notice so stating.

(b) Documents sent by electronic mail (e-mail) will be accepted for filing with the Commission, or deemed sufficient
service on a hearing officer or party, if the following requirements are met:

0] The document must be sent in Portable Document Format (PDF) as a file attachment to an e-mail
message.
(i) For documents filed with the Commission, the e-mail must be sent to cchrfilings@cityofchicago.org,

or to such other e-mail address designated for filings as appears on the Commission’s website, in a
conspicuous posting in the Commission’s office, or in the Commission latest notice or order issued in

the case.


mailto:cchrfilings@cityofchicago.org

(iii)

(iv)
v)

For documents served on a hearing officer, the e-mail must be sent to the e-mail address for the
hearing officer as provided in the order appointing the hearing officer or in the Commission’s or
hearing officer’s latest notice or order issued in the case.

All other service or filing requirements must be met.

The Commission may, by standing order or by written notice to the parties in a particular case,
establish additional procedures for electronic service or filing, including signature or verification by
electronic means.
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